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Adagio PurchaseOrders 93B: Import Quick Receipts: November 16, 2021:  
 

Adagio Purchase Orders will allow you to import Quick Receipts.  

 

Adagio Purchase Orders has a simple Quick Receipts Default import template.  There is also a sample import 

file to match this template in the sample data: 
IRQRCDIM.CSV  This file has 2 receipts for Inventory items. 

 

You can also create your own import file templates, provided your import file or import template contains 

certain required fields.  For more information on setting up your import file and template properly, please see 

the Template Requirements section below. You can also review all available fields that can be included in the 

Table of fields section below. 

 

For information on specific types of data, see the Data Types section. 

 

You may delete the default import/export templates that are not useful to you. However, if you delete all of the 

import/export templates, the list of default templates will be recreated. 

 

File Information page 
Use this tab to set the File format.  ASCII CSV (Delimited) or ASCII Tab Delimited are the Formats available 

because the import is in Header Detail style.  

 

If you choose ‘Delete attached docs from source?’ and the field Hdr-Attach PDF is imported or defaulted, the 

attached PDF files are deleted from the source location when import is done and has completed without errors. 

 

Import Field Selections and Field Defaults tabs 
Use these tabs to select the fields for your import template.   

 

If the available fields list is long and you are having difficulty locating the field you want to find, type a few 

characters of the field name in the Field name contains field.   

 

Selecting a particular field type in the Restrict field type field can also be used to show only fields of the type 

selected (eg. Text, Amount, Date or Value) in the available fields list.   

 

You may also choose the option to: ‘Sort alphabetically?’. 

 

Minimum Fields Required to import new Quick Receipt for Inventory Items 
 

Field Name Default Type Length Notes 

Hdr-Header Record Type String 1 Must be in Import File 

Hdr-Vendor Number String 6 

Hdr-Vendor Doc Number String 12 

Det-IC Item Header Type String 1 

Det-IC Item No String 16 

Det-IC Item Qty Received Number 15 May be in Field Defaults 

 

Required Fields 

These fields will be required to be in Import Field Selection, Selected fields based on other fields selected: 

1. Det-IC Item No if Det-IC Item Header Type (‘R’) is selected. 
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This field must be listed in Import Field Selection, Selected fields or Field Defaults, Defaulted Fields: 

Det-IC Item Qty Received 

 

2. Det-Sundry Item No if Det-Sundry Item Header Type (‘S’) is selected. 

 

This field must be listed in Import Field Selection, Selected fields or Field Defaults, Defaulted Fields: 

a. Det-Sundry Item Qty Received 

 

3. Det-Misc Charge Code if Det-Misc Charge Header Type (‘M’) is selected. 

 

This field must be listed in Import Field Selection, Selected fields or Field Defaults, Defaulted Fields: 

a. Det-Misc Charge Value  

4. Det-Comments if Det-Comments Header Type is selected. 

 

5. Det-Instruction if Det-Instruction Header Type is selected. 

 

This field must be listed in Import Field Selection, if Auto order numbering has not been enabled in the 

Company Profile on the Auto Numbering tab: 

Hdr-Doc Number 

 

This field must be listed in Import Field Selection, Selected fields or Field Defaults, Defaulted Fields if a 

default has not been set in Transaction Entry Templates: 

Hdr-Location   

 

Template Requirements Notes 
❖ Hdr-Header Record Type (‘H’) is a required field and it must be the first field selected. 

❖ If Hdr-Doc Date is imported, it will be used to set the: Receipt date, Hdr-Expected Rcpt Date, Actual 

receipt date and Vendor document date. 

 

❖ For Ship/Bill-to Addresses:  

o Import Street 1 – 3 or Address 1 – 3.  You cannot import both. 

o To import the address fields, import Address 1-4 or Street 1-3 and City and State/Prov. Address 

line 4 is reserved for City and State/Prov for formatted addresses.  

o If you choose to import in Address and the last Address line has the format of ‘City, ST’, it will 

be converted to the Formatted Address layout with City and State/Prov if the Company Profile 

option “Format address?” is enabled. 

o City and State must imported as a pair. You cannot import one without the other. 

o Country will default based on the City and State.  

 

❖ Optional fields only appear if the PO Header Field Titles in the Company Profile are non-blank.  The 

defined Field titles will be displayed in the Field/Default Selection lists.  

❖ Optional text fld 1 – 3 may be validated.  If these fields have been set up as a ‘Combo box’ or ‘Finder 

field’, import will respect the settings for ‘Add on the fly?’, ‘Allow blank?’ and ‘Verify?’. 

❖ If Inventory Items are selected, Det-IC Item Header Type (‘R’) is a required field and it must be the first 

detail field selected, followed by Det-IC Item No. 

❖ If Sundry Items are selected, Det-Sundry Item Header Type (‘S’) is a required field and it must be the 

first detail field selected, followed by Det-Sundry Item No. 

❖ If Miscellaneous charges are selected, Det-Misc Charge Header Type (‘M’) is a required field and it 

must be the first detail field selected. 
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❖ If Hdr-Doc number is not imported and auto-numbering is enabled, a new receipt will be created with 

the next available number. If receipt auto-numbering is not enabled, then the ‘Hdr-Doc number’ field is 

required. 

❖ Document Type will default from the Company Profile option for: Default document type for receipts. If 

you import this field:  

‘D’ - Delivery Notes 

‘I’ - Invoices 

❖ Hdr-Location is required if a value is not defined in the Entry template 

❖ If Det-IC Item Location is included in the import file, it must not be blank. 

❖ Det-IC Item Unit Cost must be in the imported/defaulted Unit of Measure. 

❖ If Det-IC Item Unit Cost is not in the Import template, the Purchase unit cost will come from the costing 

set up for the Vendor and Item.  Contract Pricing will take priority.  If Contract pricing has expired or 

does not exist, the Markup Cost from IC Alternate Price list items will be used.  If ‘Use IC alternative 

price list’ is not selected or there is no Price list item for this vendor, the Purchase unit cost will default 

from the cost default that has been set in the Company Profile, on the Entry Defaults tab for ‘Use as 

default unit cost’. 

❖ For IC Item Distributions, the Det-IC Item unit field is available to import/default an alternate unit of 

measure.  If this field is not imported, the costing unit will be defaulted.  

❖ If the IC item is inactive, there will be an Import error and the Purchase Order will not be imported.  

❖ If Det-Sundry Item Unit Cost is not in the Import template, the Purchase unit cost will come from the 

costing set up for the Vendor and Item.  Contract Pricing will take priority.  If Contract pricing has 

expired or does not exist, the Purchase unit cost will default from the cost default that has been set in the 

Company Profile, on the Entry Defaults tab for ‘Use as default unit cost’. 

❖ If the Sundry item is inactive, there will be an Import error and none of the Purchase Orders will be 

imported.  

❖ For Sundry Item Distributions, if the Det-GL account/dept pair has a Statistical unit defined, then the 

Det-Sundry Item G/L unit field is available to import/default a user-defined numeric value.  If the field 

is not included in the import template, it will default the value from the sundry item. 

❖ If Det-Misc Charge Header Type is selected, it must be followed by: Det-Misc Charge Code. 

❖ If Det-Comments Header Type is selected, it must be followed by: Det-Comments. 

❖ If Det-Instruction Header Type is selected, if must be followed by: Det-Instruction. 

 

Additional Notes 

 

Project Tracking 

❖ Project Tracking must be enabled in the Ledger Company Profile to reveal Project related fields in the 

Import field list. 

❖ If another project name is used in place of Project in Ledger, this term will display as the field title. 

❖ The Ledger account must have Project Tracking in order to include a Project code value. 

❖ Validation is also performed if the account is defined to require projects or to restrict them to be within 

specified range(s). 

❖ If Projects are imported but the Account/Department does not support project tracking, the Item Project 

field will be blank. 

❖ If the Project field is not imported or the field is blank in the import file, it will default from the Sundry 

Item. 

 

DocStore 

Hdr-Attach PDF may be used to import or default an attachment file.  The attachment must be a PDF file.  A 

blank path is valid and will be ignored.  If non blank, the path must be valid.   

 



Copyright 2021 by Softrak Systems Inc. All rights reserved. 

 
4 

Table of fields 
 

Field Name Default 

Type 

Length Req

? 

Value if 

not 

Imported 

Notes 

Hdr-Header Record Type String 1 Y N/A “H” See Template Requirement Notes 

Hdr-Vendor Number String 6 Y N/A  

Hdr-Doc Number String 24 N* Profile See Template Requirement Notes 

Hdr-Doc Date Date 6 – 10 N Session  See Template Requirement Notes 

Hdr-Expected Rcpt Date Date 6 – 10 N Doc Date  

Hdr-Vendor Doc Number String 12 Y N/A  

Hdr-Attach PDF String 255 N Blank See Additional Notes: DocStore 

Hdr-Reference String  12 N Template  

Hdr-Description String 40 N Template  

Hdr-Document Type String 1 N Profile “D” - Delivery note, “I” - Invoice 

Hdr-Comment 1 – 2 String 40 N Template  

Hdr-Shipto Code String 6 N Template  

Hdr-Shipto Company Name String 48 N 

Ship-to 

code 

If imported, Address1/Street1 to 3 

must be included and Address 4 OR 

City and State.  

 

See Template Requirement Notes 

Hdr-Shipto Address 1 – 3 Strings 40 N 

Hdr-Shipto Address 4 String 40 N 

Hdr-Shipto Street 1 – 3 String 40 N 

Hdr-Shipto City String 30 N 

Hdr-Shipto State String 20 N 

Hdr-Shipto Zip/Postal String 20 N 

Hdr-Shipto Country String 30 N 

Hdr-Shipto Telephone String 20 N 

Hdr-Shipto Fax String 20 N 

Hdr-Shipto Contact String 30 N 

Hdr-Shipto Comment String 40 N 

Hdr-Billto Address 1 – 3 Strings 40 N 

Hdr-Billto Address 4 String 40 N 

Hdr-Billto Street 1 – 3 String 40 N 

Hdr-Billto City String 30 N 

Hdr-Billto State String 20 N 

Hdr-Billto Zip/Postal String 20 N 

Hdr Billto Country String 30 N 

Hdr-Billto Telephone String 20 N 

Hdr-Billto Fax String 20 N 

Hdr-Billto Contact String 30 N 

Hdr-Billto Comment String 40 N 

Hdr-Ship Via String 20 N Template  

Hdr-Location String 3 N* Template See Template Requirement Notes 

Hdr-FOB Point String 40 N Template  

Hdr-Optional text fld 1 – 3 Strings 30 N  Blank 
These fields will appear using the PO 

Headers Optional Field Titles in the 

Company Profile 

Hdr-Optional date fld 1 – 2 Dates 6 – 10 N Blank 

Hdr-Optional amount fld 1 – 2 Number 13 N 0.00 

Hdr-Optional unit fld 1 – 2 Number 16 N 0.0000 

Det-IC Item Header Type String 1 Y* N/A “R” See Required Fields 
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Det-IC Item No String  16 Y N/A See Required Fields 

Det-IC Item Description String 40 N Item  

Det-IC Item Category String 3 N Item  

Det-IC Item Location  String 3 N N/A See Template Requirement Notes 

Det-IC Item Qty Received Number 15 Y N/A May be negative for returns 

Det-IC Item Unit Cost Number 15 N Item  

Det-IC Item unit String 10 N Costing 

unit 

 

Det-IC Vendor Item No String  16 N Item  

Det-Sundry Item Header Type String 1 Y* N/A “S” See Required Fields 

Det-Sundry Item No String  16 Y N/A See Required Fields 

Det-Sundry Item Description String 40 N Item  

Det-Sundry Item Qty Received Number 15 Y N/A May be negative for returns 

Det-Sundry Item Unit Cost Number 15 N Item  

Det-Sundry Item Vendor Item No String  16 N Item  

Det-Sundry Item G/L unit Number 6 N Item See Template Requirement Notes 

Det-Sundry Item Project String 18 Y* Item See Additional Notes: Project 

Tracking 

Det-Misc Charge Header Type String 1 Y* N/A “M” See Required Fields 

Det-Misc Charge Code String 16 Y N/A See Required Fields 

Det-Misc Charge Value Number 15 Y N/A May be negative for returns 

Det-Misc Charge Percentage Number 15 N 100.00  

Det-Comments Header Type String 1 Y* N/A “C” See Required Fields 

Det-Comments String 75 N Blank  

Det-Instruction Header Type String 1 Y* N/A “I” See Required Fields 

Det-Instruction String 75 N Blank  

PurchaseOrders automatically creates a default template which includes the fields in italics above. 

    Date fields are set to ASCII – YYYYMMDD format. 

 

Data Types and Additional Notes 

 

Dates: 

❖ 4 possible formats to choose from: 

❖ ASCII YYYYMMDD – 2 or 4 digit year formats allowed (“030128” or “20030128”). 

❖ Date – The Julian date format as a number of days since Dec 31 1899. (ie 37649). 

❖ WinFormat – The ‘short date format’ as defined in the Windows Regional Settings (ie “01/28/2003”). 

❖ User specified – Set the desired date format exactly as it is in the import file (ie MMM dd yyyy if this 

date is formatted Jan 28 2003) 

 

Strings: 

❖ Setting an offset for a field, larger than zero, will skip that many characters from the beginning of the 

string. 

❖ Extra characters after the defined field length will be ignored. 

 

Numbers: 

❖ Negatives use a leading ‘-‘. 

❖ If decimal amounts are required, they must be entered into the import file. 

 

Booleans: 



Copyright 2021 by Softrak Systems Inc. All rights reserved. 

 
6 

❖ ‘True’ can be defined either as a 1 character string “T” or the number 1 

❖ ‘False’ can be defined either as a 1 character string “F” or the number 0 

 


